
MAIN FACS SECURITY REQUEST 
  Type or Print in ink 
 USER ID #   EMPLOYEE ID #  DATE   

 

 EMPLOYEE NAME   POSITION/   
 (LAST, FIRST, MI)            FUNCTION 

 

 PHONE (  )     AGENCY NAME    WORK SITE   
 

 BATCH AGENCY #    REASON   
 

 R!STARS ACCESS ACTION: ADD MODIFY DELETE (CIRCLE ONE)  
  

 USER CLASS TITLE BANK CODE DEFAULT I/E USER CLASS TITLE BANK CODE DEFAULT I/E 

             
  

 SECURITY AGENCY # AGENCY RANGE 1 AGENCY RANGE 2 SECURITY AGENCY # AGENCY RANGE 1 AGENCY RANGE 2 

    �     �      �    �  
  

 ADDITIONAL BANK CODES  ADDITIONAL BANK CODES  
 BC 1  BC 2  BC 3  BC 4  BC 5  BC 1  BC 2  BC 3  BC 4  BC 5 

  �,  �,  �,  �,   �,  �,  �,  �,  
  

  

 USER CLASS TITLE BANK CODE DEFAULT I/E USER CLASS TITLE BANK CODE DEFAULT I/E 

         
  

 SECURITY AGENCY # AGENCY RANGE 1 AGENCY RANGE 2 SECURITY AGENCY # AGENCY RANGE 1 AGENCY RANGE 2 

   �   �    �   �  
  

 ADDITIONAL BANK CODES  ADDITIONAL BANK CODES  
 BC 1  BC 2  BC 3  BC 4  BC 5  BC 1  BC 2  BC 3  BC 4  BC 5 

  �,  �,  �,  �,   �,  �,  �,  �,  
  

 

 PRINTER IDS:  
 DEFAULT LOCAL PAYMENT DEPOSIT SLIP RECEIPT WORK HOUR FROM/TO WORK DAY  
          

 

 STATUS CODE EFFECTIVE START DATE EFFECTIVE END DATE SECURITY ORG SECURITY ORG  
       

 

 ADPICS ACCESS ACTION: ADD MODIFY DELETE (CIRCLE ONE)  
 

 USER LEVEL USER DEPT MAIL BOX DEPT USER CLASS CODE MAX VALUE AUTH COMMODITY GROUP 

           
INTERFACE SECURITY CLASS 

10, 20, 30, 40, 50 or 77 
   

 DEPARTMENT AUTHORIZATION  
 1)   2)  3)  4)  5)  6)  7)  8)  9)  10)  
   

 

 

  CHECK BELOW  INDICATE PRINTER ID(s):  
  YES NO   
 CHANGE BUYER    REQ DOCUMENT POC DOCUMENT ITB DOCUMENT CHG DOCUMENT REC DOCUMENT BPO DOCUMENT 

 CHANGE VENDOR          
 OVERRIDE VENDOR AUTH    
 BPO OVERRIDE AUTHORITY     
      Employee Agreement: I agree to protect my user ID and password from unauthorized use.  I 

understand that everything done under my user ID and password is recorded as being done by 
me.  I will hold all information obtained in connection with my knowledge of the MAIN system in 
the strictest confidence. 
 
EMPLOYEE SIGNATURE _________________________________      DATE  ____________
 

 

      SUPERVISOR SIGNATURE   DATE  
           
      ASA SIGNATURE   DATE  
      
       OFM   DATE   
      

 

DMB400-OFM (MAIN FACS Security Request) 
Revised: 5/03 



    ADPICS SECURITY DOCUMENT TYPE CHECKLIST 
X DOC     TYPE     DESCRIPTION                    X    DOC     TYPE        DESCRIPTION    

 AC AC         ADVICE OF CHANGE 
 BI BI BID ENTRY 
 BP DG BPO - GRANTS 
 BP RB BPO � AGENCY   CR RA CHANGED REQUISITION - AGENCY 

 BP RR BPO � RATE SETTING FOR DDHMS 
 BP RS BPO - SOLE SOURCE 
 CB DG CHANGED BPO - GRANTS 
 CB RB CHANGED BPO - AGENCY 
 CB RR CHANGED BPO � DDHMS 
 CB RS CHANGED BPO - SOLE SOURCE 
 CC CS CHANGED CS-138 
 CC  EC CHANGED CS-138 - EMERGENCY 
 CM CM CREDIT MEMO 
 CO BI DOCUMENT CNCL - BID ENTRY 
 CO BP DOCUMENT CNCL � BPO RELEASE 
 CO CN DOCUMENT CNCL-DPO-DMB FACILITIES 
 CO CS DOCUMENT CNCL � CS-138 
 CO DA DOCUMENT CNCL � DPO - AGENCY 
 CO DD DOCUMENT CNCL � DPO - DDHMS  
 CO  DG DOCUMENT CNCL - GRANTS 
 CO DR DOCUMENT CNCL � DPO - RENT/LEASE 
 CO EC DOCUMENT CNCL � CS138 EMERGENCY 
 CO EP DOCUMENT CNCL - EMERGENCY PO 
 CO IA DOCUMENT CNCL - ITB, AGENCY 
 CO IS DOCUMENT CNCL - ITB, SEALED 
 CO IV DOCUMENT CNCL - INVOICE 
 CO JT DOCUMENT CNCL - JOB TICKET 
 CO OP DOCUMENT CNCL � AGENCY REQ FOR 

                                ROUTING TO  OOP                             
 CO OS DOCUMENT CNCL -DMB PRINT/GRAPHIC  
 CO PA DOCUMENT CNCL � PO - AGENCY 
 CO PO DOCUMENT CNCL  - DMB OOP PO 
 CO RA DOCUMENT CNCL � REQ - AGENCY 
 CO RB DOCUMENT CNCL - BPO 
 CO RD DOCUMENT CNCL � REQ - DDHMS 
 CO RG DOCUMENT CNCL � RECEIVING  DOC 
 CO RR DOCUMENT CNCL � BPO 
 CO RS DOCUMENT CNCL - SOLE SOURCE  
 CO SI DOCUMENT CNCL � INTERAGENCY DOC 
 CP BP CHANGED PO - BPO RELEASE 
 CP CN CHANGED PO - DMB FACILITIES 
 CP DA CHANGED DPO - AGENCY 
 CP DD CHANGED DPO - DDHMS 
 CP DG CHANGED PO / DPO - GRANTS 
 CP DR CHANGED DPO - RENT/LEASE  
 CP EP CHANGED EMERGENCY PO 
 CP OS CHANGED PO - DMB PRINT/GRAPHIC  
 CP PA CHANGED PURCHASE ORDER 
 CP PO CHANGED PO - DMB OOP PO 
 CP RS CHANGED PO - SOLE SOURCE 
 CP SI CHANGED PO - INTERAGENCY 
 CR BP CHANGED BPO RELEASE 
 CR CN CHANGED REQ - DMB FACILITIES 
 CR DG CHANGED REQUISITION - GRANTS 
 CR EP CHANGED REQUISITION - EMERGENCY 
 CR JT CHANGED REQUISITION - JOB TICKET 

 CR OP CHANGED REQ � AGENCY REQ FOR 
                                ROUTING TO  OOP 

 CR OS CHANGED REQ - DMB REPRODUCTION  

 CR RD CHANGED REQ -  DDHMS 
 CR SI CHANGED REQ � INTERAGENCY REQ 
 CS CS CS-138 - REQUEST TO CONTRACT FOR   

                                PERSONAL SERVICES 
 CS EC CS-138 - EMERGENCY 
 DP BP DPO � BPO RELEASE 
 DP CN DPO - DMB FACILITIES 
 DP DA DIRECT PURCHASE ORDER - AGENCY 
 DP DD DPO - DDHMS 
 DP DG DIRECT PURCHASE ORDER - GRANTS 
 DP DR DPO - RENT/LEASE TO LANDLORDS 
 DP EP DPO - EMERGENCY PURCHASE ORDER 
 DP OS DPO - DMB PRINT/GRAPHIC SERVICES 
 DP RS DPO - SOLE SOURCE 
 DP SI DPO � INTERAGENCY ORDER 
 DV BP DIRECT VOUCHER - BPO 
 DV DF DIRECT VOUCHER - FREIGHT 
 DV  DG DIRECT VOUCHER - GRANTS 
 DV DR DIRECT VOUCHER - RENT/LEASE  
 DV DT DIRECT VOUCHER - TRAVEL EXPENSE 
 DV DU DIRECT VOUCHER - UTILITIES 
 DV DV DIRECT VOUCHER 
 IT IA INVITATION TO BID - AGENCY 
 IT IS INVITATION TO BID, SEALED - AGENCY 
 IT IW INVITATION TO BID, 2 STEP - AGENCY 
 IV IV INVOICE 
 PO BP PURCHASE ORDER � BPO  RELEASE 
 PO CN PURCHASE ORDER - DMB FACILITIES 
 PO DD PURCHASE ORDER - DDHMS 
 PO DG PURCHASE ORDER - GRANTS 
 PO EP PURCHASE ORDER - EMERGENCY 
 PO OS PO - DMB PRINT/GRAPHIC SERVICES 
 PO PA PURCHASE ORDER - AGENCY 
 PO RS PURCHASE ORDER - SOLE SOURCE 
 PO SI PURCHASE ORDER � INTERAGENCY PO 
 RC RG RECEIVING DOCUMENT 
 RQ BP REQUISITION - BPO RELEASE 
 RQ CN REQUISITION - FACILITIES 
 RQ DG REQUISITION - GRANTS 
 RQ EP REQUISITION - EMERGENCY 
 RQ JT REQUISITION - JOB TICKET 
 RQ OP REQUISITION � AGENCY REQ FOR 

                                ROUTING TO  OOP 
 RQ OS REQUISITION - DMB PRINT/GRAPHIC  
 RQ RA REQUISITION - AGENCY 
 RQ RD REQUISITION - DDHMS 
 RQ SI REQUISITION � INTERAGENCY PO 
 TA TA TRAVEL ADVANCE 
 TV TV TRAVEL VOUCHER 
 VC AV INTERAGENCY VOUCHER 
 VC VC VOUCHER
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